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Chief, Hamageront  taff 1l Mareh 1957

“htef, Necords ‘anagement Stafy

Cyntributions
a, Zlan ible

.1} The Hecords Center received 341 cubic feet of records and
destroyed 53 cublc feet of irmactive materials, The trans-
fer of imactive records t» the (enter continues to be high,
irving February 825 cubic feot were received as compared to
L95 for the same period in 1956,

Corpleted evaluation on four employee suggestions, The
principle contribution from these suggesticns pertainsto an
irproved dispatch form whiech should result in considerable
savings in procesiffime when 1t is completely installed
throughout the igency,

Corpleted 13 new and revised fopms, Included were three for
the (ffice of Personnel w-ich will be used in comnsction
with the application of the lex-o-writer procedure in the
nrocessing of personnel actioas,

The Hecords Contrel cheduls, Cable Jecretariat has been
completed, This will permlt the tranafer and destruction
of a substantial portion of their records holdings on a
continuing basis, Jnly 2 ner cent of thelr recorda are
permanent, -

‘ntangible ,}%/

{1} Submitted to the Uffice of the S3A/i/5 a 1list ax‘f@nparting
rejuirements plaged upon the field stations. The Tist will
als> be used in the feasibility study of supply operations now
being eonducted,

2. dsziznments (hetive)

-

a&. Tineteen nev unl revised forms i process,
Y. ‘ecords isposition frogram OCR A7 per cent cowmplete. Over 25,000
cubic feet of records have been inventoried,

b
i
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¢y ncords Jisposition rogram, Offiee of Logisties 80 per cent complets,
d. ‘Heview of ‘ecords Control Sehedule, Audit Staff 30 per ocent complete. -
8. ecoris Jisposition "ropram, Uable -scretariat completed, .
f. Installation of filing s stexn in OST 27 per cent complete.
g. -9e of shelf filing in Industrial %‘iegi:zter:/
h. Use of shelf filing in Blographic Register,
1. Jevelopment »f intra-ageney ehain tnwlopa.“’y
3. hews

[ Jand 1 vistted the Recordis Center of the Department of the
Army to observe their operating procedures and for other purposes,

The Uffice of Personnel wishes us %o explore with them certain aspects
of thelr *ital Materials Program io detersine whether 1% should be
expandad to provide for the deposit of additional materials that would
be needed in the event of an emergenoy,

MgtS/RSA |rea (1h March 1957)
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